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Daily Routine Planner
A flexible day plan with focus blocks, priorities, and a short review.

Plan the day

Time / block Focus / task Priority Done

Morning start [One grounding / setup habit] High [ ]

Focus block 1 [Most important work] High [ ]

Admin / messages [Batch small tasks] Medium [ ]

Focus block 2 [Second outcome] High [ ]

Movement / break [Walk, stretch, rest] Medium [ ]

Closeout [Review and prepare tomorrow] Medium [ ]

Top three outcomes

1. Must happen 2. Should happen 3. Nice to happen

End-of-day reflection

What moved forward? What distracted me? First step tomorrow

Leave buffer for surprises. A routine is a support, not a scorecard.


